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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: E
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Carrol Leong
	SUPERVISOR'S CLASS: Senior Land Surveyor (Supervisory)
	personnel analyst: Amanda Jack
	personnel date: 3/20/14
	PERCENT OF TIME: 













40%



30%




15%



	activity: POSITION SUMMARY
The Student Assistant in the Cadastral Survey State Water Project and Property Management and Land Records Section of the Geodetic Branch of the Division of Engineering, under the close supervision of a Senior Land Surveyor (Supervisory) and in a trainee capacity, assists various Land Surveyors and a Research Analyst (Geographic Information Systems) with cadastral and geographic information systems's projects.  The scope of responsibilities of the incumbent are formulated to suit the incumbent's technical knowledge, skill and the Department's immediate workload requirements.

ESSENTIAL FUNCTIONS
This position requires the incumbent to establish and maintain cooperative relations with those contacted in the course of work; maintain regular, consistent, and predictable attendance; exercise good judgment.  The specific essential duties are as follows: 

Using ArcGIS software apply parcel identifiers and attribute association to existing feature classes or shape files and associated data tables. Scan and review documents, maps and recorded deeds of Department CVFCP and State Water Project property rights.

Review and compare information on Cadastral's Index data sheets containing parcel ownership information and recording data to existing information in Cadastral's State Water Project (SWP) and Central Valley Flood Control Projects (CVFCP) parcel databases.  Enter missing data and/or edit incorrect data using MS Access and/or Excel.  

Use geographic information systems to make calculations and prepare maps and exhibits needed to acquire, transfer, and manage real property, right of way, and easements for State Water Project programs. Convert MicroStation CADD files and scanned paper (map) records of the SWP and CVFCP property rights to GIS digital format for use with ArcGIS software.


	classification: Student Assistant 
	appointee: Vacant
	dwr position number: 3260-4870-900
	sap personnel no: 
	sap position number: 50027457
	division: DOE/Geodetic/ Cadastral Surveys 
	mcr: 1
	percent 2: 10%


5%
	activity2: File copies of Cadastral documents, calculations and mapping to appropriate binders and map drawers.

Deliver and pick-up surveying documents, correspondence, maps, reference material and supplies from surveying office or other locations.  May need to travel on public roads utilizing personal or state vehicles or public transit for delivery of documents, training or other necessary errands.


OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.


SPECIAL REQUIREMENTS
This position requires a mathematical background, with course work in CADD and/or GIS.  Incumbent must have the ability to utilize word-processing, spreadsheet, and database software.  

May need to possess a valid California driver's license and operate vehicles on public roadways to travel to remote areas.

Employee may be requested to perform duties at an alternate job-site location.  
	supervisor name: 
	employee name: 


